
April May June July August September October November December January February March April May June

Datbase	  Development	                  
Developmentand	  Update	  	  of	  Database
Create	  database	  sign	  up	  section	  on	  website
Incorporate	  names	  from	  post-‐event	  surveys
Develop	  database	  of	  potential	  sales	  and	  
industry	  partners
Develop	  media	  database
Develop	  database	  of	  existing	  and	  potential	  
clients

Communcations	                  
Create	  calendar	  of	  story	  and	  news	  ideas
Electronic	  mailed	  relaeases	  	  -‐	  Monthly
Quarterly	  E-‐newsletters	  
Develop	  Online	  Image	  Library
Develop	  3	  months	  of	  social	  media	  ideas	  to	  
post

Continue	  to	  implement	  social	  media	  strategy
Contribute	  information	  to	  CVB,	  Chambers,	  
etc.
Support	  Media	  and	  Trade	  Educational	  Trips
Contribute	  information	  to	  Film	  Production	  
Guide	  &	  other	  marketing	  resources

Development	  &	  enhancement	  of	  sales	  
materials	                  
Creation	  of	  Rack	  Brochure
Create	  Sales	  Kit	  and	  Marketing	  Materials

Memberships                
Greater	  Boston	  Convention	  &	  Visitors	  
Bureau
Dedham	  Chamber	  of	  Commerce
Norwood	  Chamber	  of	  Commerce

Website	  Development	  and	  Updates                
Create	  new	  sections	  	  of	  Website
Update	  existing	  sections	  of	  site	  with	  detailed	  
content
Continue	  to	  Update	  Online	  Content

Partnerships                
Develop	  partnership	  program	  with	  local	  
business
Target	  Concierges,	  other	  sales	  teams	  for	  
partnership
Develp	  preferred	  relationships	  with	  vendors
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April May June July August September October November December January February March April May June
Research/Measurement	  &	  Lead	  
Generation/Fulfillment                
Continue	  with	  research,	  online	  surveys
Follow-‐up	  on	  all	  leads	  generated	  &	  fulfill	  all	  
requests	  for	  information

Operations                
Creation	  of	  Operations	  Process
Creation	  of	  Sales	  Process
Creation	  of	  Booking	  Policies
Creation	  of	  Rate	  Sheets
Creation	  of	  Tracking	  Process	  for	  booked/lost	  
business



	  


